
7 FAM 1320 THE PASSPORT 
APPLICATION 

7 FAM 1321  LEGAL REQUIREMENTS  

7 FAM 1321.1  Basic Requirements 
(TL:CON-65;   4-15-96) 

a. Passport applicants must submit written applications on the form(s) prescribed by 
the Secretary.  The applicant must complete every matter of fact required by law or 
regulation as a requisite for the issuance of a passport.  First-time applicants must execute 
an application under oath, before a person authorized by the Secretary to administer oaths 
for passport applications (22 CFR Part 51).   If the applicant objects to taking an oath, 
permit the applicant to make an affirmation in lieu of an oath. 

b. A parent, legal guardian, or person in loco parentis executes the application for 
minors under age 13.  Minors aged 13 to 18 execute applications on their own behalf 
unless, in the consular officer’s judgment, it is undesirable for them to do so. In the latter 
case, the application must be executed by a parent, legal guardian, or person in loco 
parentis.  A legal guardian must provide a certified copy of the court order appointing him 
or her the child’s guardian.  A person in loco parentis must provide a notarized statement 
by the parent authorizing the person to make the application.  A stepparent must present a 
guardianship or power of attorney document. These documents should be noted on the 
application and returned to the applicant.  The consular officer may require a minor under 
age 18 to obtain and submit the written consent of a parent, legal guardian, or person in 
loco parentis to the issuance of a passport (22 CFR 51.27).   Subchapter 7 FAM 1330 
provides additional information on the execution of passport applications by minors. 

7 FAM 1321.2  Variations in Requirements 
(TL:CON-65;   4-15-96) 

The requirements for applying for a passport differ, depending upon whether the 
applicant has held a previous passport.  Certain categories of applicants previously issued 
passports may use the passport-by -mail procedure if the consular post where these 
applicants apply has the authority to use this procedure [see 7 FAM 1331 ] 



7 FAM 1322  DETERMINATION OF U.S. 
CITIZENSHIP OF PERSONS ABROAD 
(TL:CON-65;   4-15-96) 

a. Title 22 CFR section 51.2(a) (22 USC 212) states that a U.S. passport shall be 
issued only to a national of the United States  Claims to U.S. nationality made by persons 
abroad are determined on the basis of an application for registration, for a passport, or for 
registration of birth (22 CFR 50.2). 

b. Title 22 CFR section 50.4 states that a claim to U.S. nationality in connection with 
an application for a passport shall be determined by posts abroad in accordance with the 
regulations contained in part 51. 

7 FAM 1323  EXECUTION OF APPLICATION 
ON BEHALF OF INCOMPETENTS 
(TL:CON-24;  11-10-86) 

A parent, a legal guardian, or a person acting in loco parentis executes a passport 
application on behalf of a person declared incompetent (22 CFR 51.26). 

7 FAM 1324  COMPLETION OF APPLICATION 
FORM BY APPLICANT 

7 FAM 1324.1  Use of Forms DSP-11 and DSP-82 
(TL:CON-65;   4-15-96) 

Applications for passports must be made on Form DSP-11, Application for 
Passport/Registration, or Form DSP-82, Application For Passport By Mail [see 7 FAM 1324 
Exhibit 1324 ] . 

7 FAM 1324.2  Number of Copies Required 
(TL:CON-65;   4-15-96) 

a. At posts authorized to issue passports, an applicant for a passport submits the 
application form in single copy directly to an officer authorized to take final action without 
reference to the Department. 

b. If the Department’s authorization or instruction is required, the applicant should 
submit the form in duplicate. The consular officer then prepares a statement in duplicate 
justifying the request with one set submitted to the Department and the other retained at 
post. 

c. An application submitted to a person authorized to accept passport applications 
but not authorized to issue passports must be submitted in duplicate.  The acceptance 
agent forwards one copy of the application to the designated issuing post and retains the 
other for reference at the post where it was executed until the issued passport is received.  
The duplicate may be destroyed after the passport is issued. 



7 FAM 1324.3  Application Check List 
(TL:CON-65;   4-15-96) 

Proper completion of application entries eliminates unnecessary communications 
between the post and the Department to clarify post action, speeds up service, and 
reduces or eliminates unnecessary administrative work required to handle these cases in 
the Department.  The following check list should help to ensure that all applications are 
completed correctly prior to their submission to the Department for action or filing: 

(1) Complete blocks concerned with passport issuance or registration approval (Form 
DSP-11 only). 

(2) Ensure that applicant’s name and passport number are clear and distinct (printed 
in black ink) to facilitate microfilming of the application. 

(3) Complete the block  identifying previous passport issuance. 

(4) Be sure the application is signed by the applicant and, if applicable, consular 
officer who administered the oath.  When the consular officer’s signature is illegible, use a 
name stamp. 

(5) Include the post name and location, clearly printed or stamped. 

(6) On Form DSP-11 forms, complete the box showing type of citizenship evidence 
presented.  Be sure to include in legible notations, pertinent identifying file or issue 
numbers and dates. 

(7) Complete the area showing payment of fees. 

(8) Staple “For Department’s Decision” yellow tags securely when the case requires 
Department action.  If the tags become detached the case may go directly to file. Indicate 
the appropriate action office (for example, CA/OCS/ACS/WE) on the tags. 

(9) Do not write, staple or make notations in the upper right corner of the application 
as this area is reserved for the bar code which will be placed there by the passport office.  
Side margins should also be kept clear. Posts that issue machine readable passports 
should place bar code labels only in the perforated rectangle, never above or below it.  The 
post issue stamp may be placed in the area between the bottom of the rectangle and the 
issue date area. 

7 FAM 1324.4  Inclusions No Longer Permitted in 
Passports 
(TL:CON-65;   4-15-96) 

It is no longer possible to include family members of any age in a U.S. passport.  All 
passports with included persons expired as of December 31, 1985. 

7 FAM 1325  USE OF NAMES AND TITLES IN 
APPLICATION 

7 FAM 1325.1  Determining Name to Write in Passport 



(TL:CON-65;   4-15-96) 

a. For the writing of names in passports, also see 7 FAM 1380 . 

b. The following rules govern the use of names and titles in passport applications: 

(1) RANKS AND TITLES:  Ranks or titles are not to be inserted in passport 
applications. 

(2) MINOR VARIATIONS:  The passport application should contain the name which 
best identifies the passport bearer for all purposes. Generally, this will be the name shown 
on the evidence of citizenship.  Surnames must be written in full. Any variation in names 
must be justified.  Some minor variations require only current identification in the desired 
name.  Minor variations include phonetic spelling changes, adding, dropping or changing 
the order of given names, use of nicknames or initials instead of given names or use of a 
given name instead of an initial.  The name on the application need not be exactly the 
same as the signature on the application and the name shown on the identifying 
documents, however, the names must be in agreement.  For example, if Louise Mary 
Martin is shown on the application, the signature (or the name shown on the identification) 
is in agreement if it is shown as Louise M. Martin, L. Mary Martin, L.M. Martin, Mary Martin, 
Louise Martin, or Lou Martin.  It does not agree if shown as Louise L. Martin, Margaret 
Martin, or Mary L. Martin. 

(3) CHANGE BY COURT ORDER:   An applicant whose name has been changed by 
court order or decree must submit a certified copy of the order or decree with the 
application. 

(4) CHANGE WITHOUT COURT ORDER:  An applicant whose name was changed 
without formal court proceedings can have the new name written in the passport upon 
presentation of three or more public documents (such as school records, medical records, 
employment records, tax records, or other public records) showing exclusive use of the 
assumed name for at least five years.  Affidavits from at least two persons attesting that 
they have known the applicant by both names and that the applicant has used the new 
name for all purposes for at least five (5) years, may be provided in place of one of the 
public documents if the applicant cannot obtain a third public record. 

(5)  SURNAMES AND MARRIAGE:  An applicant may assume the spouse’s surname 
upon marriage and have the passport written in the spouse’s surname.  The applicant must 
provide acceptable identification showing exclusive use of the spouse’s surname, or the 
marriage certificate (if acceptable identification is unavailable).  A married, divorced, or 
widowed person who uses a birth name or a previously married surname exclusively may 
be issued a passport in that name upon presentation of acceptable identification in that 
name.  Hyphenated surnames may also be put in passports if the applicant presents 
acceptable identification in that name, or the marriage certificate (if acceptable 
identification is unavailable).  If the applicant’s marriage has been annulled, and the 
applicant wishes to resume the previous surname, acceptable identification in that 
surname only is required.  However, if the applicant wishes to keep the married surname, a 
certified copy of the annulment decree giving permission to use that surname must be 
provided.   This evidence is required as an annulment of marriage, in contrast to a divorce, 
voids the very existence of the marriage, and everything pertaining to it, effective from the 
beginning of the relationship. 

(7) HYPHENATED MINOR’S SURNAME:  A minor sometimes uses a hyphenated 
surname which joins the surname of both natural parents.  The child’s passport may be 
written in the hyphenated surname if evidence to support a change as outlined in item (4) 
above is provided.  The hyphenated surname may also be used if both natural parents 
provide affidavits attesting that the child uses that name exclusively and a birth certificate 
listing both parents’ surnames. 



(8) USE OF STEPPARENT’S SURNAME:  If an application is received which 
requests the stepparent’s surname for a minor, the name on the passport may reflect the 
change if documentary evidence, such as medical or school records, establishing the 
minor’s exclusive use of that surname for at least 5 years is provided.  Also required is the 
notarized written consent of both natural parents.  If one of the natural parents is 
deceased, the death certificate must be presented.  If the whereabouts of a natural parent 
is unknown, a notarized affidavit explaining the circumstances from the other parent is 
required.  If the surname has been used for less than 5 years, it may be written as a 
”known-as” name if documentary evidence as outlined in item (12) is provided. 

(9) USE OF GUARDIAN’S NAME:  When the whereabouts of the natural parents are 
unknown or the natural parents are deceased, and the child has assumed the surname of 
the legal guardian, the passport may be written in that surname. In all cases, the guardian 
must provide evidence of legal guardianship and public records showing the child’s 
exclusive use of the guardian’s name for at least 5 years.  If the whereabouts of the 
parents are unknown, the guardian must provide an affidavit explaining the circumstances.  
If the parents are deceased, the death certificate must be provided.  If the assumed name 
has been used for less than 5 years, it may be include, as a “known-as” name if 
documentary evidence as outlined in item (12) is provided. 

(10) PENDING ADOPTION:   An adopted person usually acquires a new name 
through the adoption.  If the adoption has not been finalized, a child may be issued a 
passport in the adoptive name. The passport should be limited for 1 year with the 
endorsement that it may not be extended without the Department’s authorization 
(Endorsement code 46)[see 7 FAM 1314.5 for language].  The passport may be extended 
to full validity upon presentation of the final adoption decree. 

(11) MARRIED WOMEN:  A married woman’s name must be written Dorothy Jane 
Black, not Mrs. Joseph Alan Black. 

(12) KNOWN-AS NAMES:  An applicant who does not meet the criteria for complete 
change of name or who has assumed a name for professional reasons but keeps the legal 
name for other purposes, may have the assumed name included in a passport as a 
“known-as” (K -A) name along with the legal name.  The applicant must sign both names on 
the application and provide acceptable identification in the “known-as” name.  An applicant 
who assumes a new name as a “known-as” name must present the same documentation 
as one assuming a new name except that he or  she need not establish exclusive use of 
the new name for a fixed time period (see item (4)). 

(13) RELIGIOUS NAMES:  If a religious name that is different from the civil name is 
shown on the application, write the passport in the civil name with the religious name 
shown as a “known-as” name.  The applicant must sign the application in both the civil and 
religious names.  Generally identification in the religious name is sufficient to document the 
use of the name.  The consular officer has the discretion to require evidence as outlined in 
item (12) as necessary. 



7 FAM 1325.2  Conflicts In Names 
(TL:CON-65;   4-15-96) 

When the names do not agree, the following guidelines should be followed to 
determine whether the name on the application needs to be changed and/or whether 
additional evidence should be requested: 

(1) Names which do not appear on either citizenship or identity documents should be 
deleted unless documents to support the name change are provided; 

(2) Names which appear on the identity documents should also appear on the 
passport; 

(3) Names which appear on the citizenship evidence, but not on the identity 
documents, need not be included on the passport; 

(4) If there are conflicts between the names shown on the application and the 
evidence of citizenship and identity, the applicant must provide a court order or documents 
to support the name change [see 7 FAM 1325.1 b(4) ]. 

7 FAM 1326  SPANISH NAMES 
(TL:CON-65;   4-15-96) 

To insure uniformity in filing, consuls should use the following guidelines for Spanish 
names and carefully ascertain and underscore in red the controlling patronymic (father’s or 
husband’s surname as applicable). 

7 FAM 1326.1  Transposition for Filing 
(TL:CON-24;   11-10-86)    

a. Spanish names are transposed for filing purposes in the following order (except 
as noted): 

- Middle name (father’s name) 

- Last name (mother’s name); and 

- First name (given name, or Christian name). 

b. Spanish names which are hyphenated or contain the conjunction “y” are filed as  
one complete surname.  The father’s surname, mother’s surname, or both may be 
compounded. 



7 FAM 1326.1-1  Masculine Names 

(TL:CON-24;   11-10-86) 

 Examples for filing masculine names are: 

Name Filed  

Manuel Garcia Lopez  GARCIA LOPEZ, Manuel 

Manuel Garcia-Lopez  GARCIA -LOPEZ, Manuel 

Manuel Garcia y Lopez GARCIA y LOPEZ, Manuel 

Jose Perez-Diaz y Gonzalez PEREZ-DIAZ y GONZALEZ, Jose 

7 FAM 1326.1-2  Feminine Names 

(TL:CON-65;   4-15-96) 

a. Spanish names of unmarried women are filed the same way as Spanish masculine 
names.  Examples: 

Name Filed 

Maria Hernandez Mendez HERNANDEZ MENDEZ, Maria 

Maria Hernandez-Mendez HERNANDEZ-MENDEZ, Maria 

b. The Spanish names of married women are filed under the husband’s name, as a 
married Spanish woman assumes the name of her husband by adding his name with the 
prefix ”de” to her own name. Examples: 

Name Filed 

Maria Hernandez de Bonilla  BONILLA, Maria Hernandez de 

Luisa de Calvera y del Rio  CALVERA y DEL RIO, Luisa de 

Maria de Coll-Prado COLL-PRADO, Maria de 

Carmen Marquez Rey GARCIA, Carmen 

de Garcia Marquez Rey de 

c. The title ”Viuda” (widow), or its abbreviation ”Vda.” before either a feminine or the 
prefix ”de” and her husband’s surname may be disregarded in filing.  The name will be filed 
under the husband’s name.  Examples: 



Name Filed 

Viuda Maria Hernandez  BONILLA, Maria, 

de Bonillade Viuda de 

Maria Hernandez, Vda., BONILLA, Maria Bonilla  

de Bonillade Hernandez, Vda. de 

7 FAM 1326.2  Alphabetizing 
(TL:CON-24;  11-10-86) 

As a rule, Spanish names containing the same patronymic and a different matronymic 
are arranged by alphabetizing the matronymic.  This is consistent with the customary 
usage in most Spanish-speaking countries, including Spain.  An individual’s given name or 
names are also alphabetized, but only after alphabetizing: 

(1) The person’s patronymic; and  

(2)  Matronymic. 

7 FAM 1326.3  Filing Order 
(TL:CON-65;   4-15-96) 

a. The following list shows the correct index/filing order of sample names according 
to the rules and procedures stated above.  Note that where names are exactly the same 
except for a hyphen or the conjunction “y,” the order is: 

(1) Unhyphenated; 

(2) Hyphenated; and 

(3) The conjunction “y” names. 

b. Note also that the first six sample names are so filed because the matronymic 
was not given. 

Examples: 

LOPEZ, Alberto 

LOPEZ, Antonio Alberto 

LOPEZ, Herminio Guadalupe 

LOPEZ, Hernando 

LOPEZ, Luis 

LOPEZ, Luis Alberto 

LOPEZ, Luisa Hernandez, de 



LOPEZ, Luisa Hernandez, Vda. de 

LOPEZ, Luisa Mendez, Vda. de 

LOPEZ, Raymundo 

LOPEZ BETANCOURT, Alfredo 

LOPEZ BETANCOURT, Arturo Antonio 

LOPEZ BETANCOURT, MartaLOPEZ-BETANCOURT, Alfredo 

LOPEZ y BETANCOURT, Manuel Alberto 

LOPEZ-BETANCOURT, Maria Luisa Garcia de 

LOPEZ-BETANCOURT, Maria Luisa Mendez, Vda. de (or Viuda de) 

LOPEZ y BETANCOURT, Maria Margarita Mendez de 

LOPEZ-BETANCOURT, Marta Maria 

LOPEZ GRANADOS, Maria 

LOPEZ-GRANADOS, Maria 

LOPEZ Y GRANADOS, Maria 

LOPEZ-GRANADOS, Maria Perez, Viuda de 

LOPEZ-GRANADOS PEREZ, Maria Luisa 

LOPEZ y GRANADOS PEREZ, Maria Luisa 

LOPEZ HERNANDEZ, Luisa 



7 FAM 1327  ASIAN NAMES 
(TL:CON-65;   4-15-96) 

a. In some Asian cultures, such as China, Korea, Japan and Vietnam, the surname is 
written first and is followed by the given name or names.  However, the Western practice of 
writing the surname last, with the given name or names preceding it, has been adopted 
more and more by westernized Asians.  Confusion in determining the surname of Asian 
passport applicants is likely to result unless the surname is plainly marked.  The surname 
generally can be determined by checking the name of the father. 

b. Asian applicants should enter their surname and given name on the applications in 
the order in which they customarily write them.  However, carefully ascertain and 
underscore in red the applicant’s surname in order that the application may be properly 
indexed. 

7 FAM 1328  PHOTOGRAPHS 

7 FAM 1328.1  Number Required and Method of 
Attaching to Application 
(TL:CON-65;   4-15-96) 

a. Passport applicants must submit with the application two identical photographs of 
themselves which are sufficiently recent (normally not more than 6 months old). 

b. Except as indicated in paragraph (d) following, there is no requirement that an 
applicant present more than two photographs with a passport application.  

c. The photograph that is to be attached to the photograph block on the front of the 
application (Form DSP-11 or DSP-82) should be securely stapled to the application, using 
four staples, one at each corner of the photograph.  This prevents photographs from being 
separated from the applications during transit to the Department and filing. 

d. Extra photographs are submitted with applications sent to the Department when 
the post wishes to have an investigation made in the United States before a decision is 
reached.  When the application is for a passport to be issued by the Department (for 
example, official passports and some 48-page passports), the photograph to be placed in 
the passport must be sent to the Department. 

e. Extra photographs must be accompanied by a statement explaining the reason 
why they are being sent.  Fasten the extra photographs with one staple to the application 
immediately over the photograph already stapled on the application.  Place the staple 
midway near the left-hand border of the photograph.  Take care not to mar the features of 
the person in the photographs. 

f. In order to eliminate the problem of ink bleeding from photographs during the 
lamination process in machine readable passports, the Department has discontinued the 
requirement of having applicants sign the back of their passport photographs.  It is 
permissible, when families apply for passports, especially when several of the applicants 
are close together in age, for the officer to pencil their names lightly on the back of the 
correct photographs to prevent placing the wrong photos in the passports. 

7 FAM 1328.2  Size and Type Required 



(TL:CON-24;  11-10-86) 

Every applicant must submit photographs meeting the following specifications: 

7 FAM 1328.2-1  Size 

(TL:CON-24;  11-10-86) 

The size of photographs should be 2 by 2 inches (slightly larger prints may be trimmed 
at post to the required size).  The image size measured from the bottom of the chin to the 
top of the head (including hair) should be not less than 1 inch nor more than 1 3/8 inches. 

7 FAM 1328.2-2  Quality 

(TL:CON-65;   4-15-96) 

Passport photographs must be capable of withstanding a mounting temperature of up 
to 225 degrees Fahrenheit or 107 degrees Celsius.  Automatic and self-developing 
(instant) prints are acceptable if they meet all other photographic specifications and are 
capable of withstanding the mounting temperature.  Snapshots, full-length photographs, 
and photographs with a waxed back or other coating which lessens adhesiveness are not 
acceptable.  Newspaper or magazine photographs are not acceptable. 



7 FAM 1328.2-3  Likeness 

(TL:CON-24;  11-10-86) 

The photographs should portray a good likeness of and satisfactorily identify the 
applicant.  They must be clear, front view, full face, with a light, plain background. 

7 FAM 1328.2-4  Color and Background 

(TL:CON-65;   4-15-96) 

a. Passport photographs are acceptable either in color or in black and white.  
However, black and white prints which have been tinted or otherwise colored are not 
acceptable.  Photographs  may be with or without margins.  Those which have been 
retouched to eliminate shadows and lines are acceptable. 

b. It is especially important that the photographs have a light (white or off-white) 
background.  Photographs with dark backgrounds rarely reproduce well when they are 
photographed as part of the files miniaturization program. 

7 FAM 1328.2-5  Attire 

(TL:CON-24;  11-10-86) 

  The applicant should be dressed in normal street attire without a hat, unless the 
headgear is part of religious attire worn daily. Only applicants who are in the active service 
of the U.S. Armed Forces and are applying for diplomatic or official passports may submit 
photos in which they wear a uniform of the U.S. Armed Forces. In other circumstances the 
submitted photographs must show the applicant in civilian clothing. 

NOTE:  Uniforms and/or head coverings which obscure the applicant’s features, hair, 
or hairline may not be worn in a passport photograph.   

7 FAM 1328.3  Emergencies 
(TL:CON-65;   4-15-96) 

a. Posts are authorized to make workable exceptions to the photographic 
specifications in emergency situations.  Passports issued under these circumstances 
should be limited to three months validity and contain endorsement 74 which reads: 

THIS PASSPORT EXPIRES ON (MON/DAY/YEAR) AND WAS ISSUED TO COMPLETE 
EMERGENCY TRAVEL AS AN EXCEPTION TO 22 CFR 51.25(c). IT CANNOT BE 
EXTENDED. 

b. Applicants who receive limited passports because of substandard photographs 
should be advised to apply for a new passport at their own expense with acceptable 
photographs when the emergency travel has been completed. 

c. The endorsement code should be noted in the appropriate space on the 
application.  The application should also be annotated in any case where, due to an 
emergency situation, identical photographs are not used. 

7 FAM 1329  UNASSIGNED 



7 FAM 1324  Exhibit 1324 
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